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CLASS SPECIFICATION 

 

 
TITLE          GRADE EEO-4  CODE 
 
VIDEO/TV PRODUCTION ASSISTANT         29    C  7.851 
 
DEFINITION OF THE CLASS: 
 
Under direct supervision of a high level Technical Operations Manager, schedules, assigns and 
produces video programs and telemedia material for communication, information, training and 
learning purposes; operates and supervises use of TV studio; and performs related work as 
required.   
 
EXAMPLES OF WORK: (The following is used as a partial description  
 and is not restrictive as to duties required.)   
 
Video record productions at a TV studio by operating television cameras, switcher, sound and 
lighting, and character generator; also video tape on location for special events and other special 
projects by setting up equipment at site and using television cameras, 16mm motion picture 
camera, lighting and sound recording. 
 
Consult with faculty staff, students and Public Information Office on their particular projects and 
develop production ideas based on assignments; schedule and confirm appointments for video 
recording; also consult with students and others on the use of TV studio and equipment such as 
special lighting, switcher effects, etc. 
 
Edit video tapes by assembling video segments into a simple order for various purposes; also 
edit special projects to create a good finished product; editing sometimes including adding 
music, title and effects. 
 
Duplicate video and audio tapes of many formats, including 1/2" VHS, BETA, 3/4" U-Matic, 
audio cassette and audio reel to reel by operating videotape recorders as well as audiotape 
recorders; transfer 35mm slides and 16mm films to video cassette tapes by operating a film 
chain multiplexer. 
 
Maintain TV studio by preparing and setting up equipment in the morning and breaking it down 
at end of day; change tapes on logger/recorder daily; maintain all audio-visual equipment in good 
working order by cleaning, replacing parts, or sending out for repair. 
 
Establish and maintain video tapes filing system by categorizing, mounting, and storing, in order 
to facilitate retrieval. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:  (These may be 
acquired on the job and/or needed to perform the work assigned.)   
 
Knowledge of suppliers and availability of TV/video materials.  Ability to operate various types 
of TV cameras and related video/audio equipment such as videotape and audiotape recorders, 
video editing systems, film chain multiplexer, satellite television receiving system.  Ability to test 
and repair mechanical and electronic machinery and equipment.  Ability to spot flaws and edit 
videotapes.  Ability to plan and organize location and studio assignments with clients, including 
estimates of time and materials, how to improve and develop their ideas and needs with 
recommendations and follow through to the completion of the assignment.  Ability to work well 
with co-workers, faculty, staff, students and persons in other departments, to listen to their 
requirements and make necessary recommendations, using the necessary skills and knowledge 
of television/video production.  Ability to organize assignments and prioritize 
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FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:  (cont.)

them to meet deadlines.  Ability to work independently and follow through assignments with
minimal direction.  Ability to instruct students in the use of the TV studio.  Ability to develop a filing
system that would provide accurate record and easy retrieval of video tapes and other video
materials and supplies.

ENTRY KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:  (Applicants will be screened for
possession of these through written, oral, performance or other
evaluation procedures.)

Knowledge of different models of TV/audio cameras, video switches, character generators, lighting
equipment and audio visual equipment.  Knowledge of visual media, film and video production
techniques and methods.  Knowledge of copyright laws.

Ability to understand and use effectively the principles of sound and lighting, color, form, to produce
original creative and technical television work.  Ability to communicate effectively, both orally and
in writing.

EDUCATION AND/OR WORK EXPERIENCE:

I
Graduation from an accredited college or university with major coursework in Journalism, Art or
related field and one year of full-time experience in video production including the operation and
maintenance of video and television equipment; OR

II
An equivalent combination of education and experience which demonstrates that the applicant
possesses the entry level knowledge, skills and abilities.

This class specification is used for classification, recruitment and examination purposes.  It is not
to be considered a substitute for work performance standards for positions assigned to this class.
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